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GALEN SANITARIUM 


Deer Lodge, Montana 


TO PRESERVE AND RESTORE HEALTH— 
TO SEEK THE CAUSE AND CURE OF 
DISEASES—TO EDUCATE THOSE WHO 
WOULD SERVE HUMANITY. 


Courtesy of American Hospital Association 


Before you join our team, take a good look at these 
objectives. When you become one of us you pledge your- 
self to uphold these ideals, not only on the job, but © 
wherever you are. 


WELCOME! 


I should like to extend to you my personal welcome as 
you join the staff of Galen Sanitarium in the hope that you 
will become a dedicated member of an organization devoted 
to a high ideal. 


No matter in what capacity you may serve, your daily 
contribution will be an essential link in the long chain which 
restores health to our many patients. Mutual confidence and 
respect form the soundest possible basis for our new rela- 
tionship. 


May I wish you every success and a full measure of satis- 
faction from your association with us. 


Sincerely yours, 
Superintendent 
Galen Sanitarium 
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INTRODUCTION 


It is the purpose of this pamphlet to acquaint you with 
that part of hospital routine which affects most of us, such 
as food service, uniforms, transportation, laundry, dormi- 
tories, and general orientation, which will be of help to you 
while you are getting acquainted, and later in your relations 
with your fellow employees and your supervisors. 


When people join hands for a common task, particularly 
such a complex task as healing the sick, they do by tacit 
agreement, consent to become a part of a team. Teamwork, 
in order to be effective, must be organized and organization 
cannot be effective without rules and regulations. 


We realize the importance of keeping such rules to the 
minimum necessary to do an effective job. Should you have 
any questions about any rule, please consult your department 
head because your understanding is important to the smooth 
function of the hospital. 


The special training for your particular job will be sup- 
plied under the personal supervision of your department 
head. This pamphlet is not intended to cover it. 


HISTORY OF GALEN 


Montana’s 12th legislative assembly, in 1911, established 
and provided for the construction of the Montana Tuberculosis 
Sanitarium. Gov. E. L. Norris signed the legislative measure, 
providing $20,000 for construction and $11,000 for mainte- 
nance. Construction started in 1912 on land purchased from 
two Deer Lodge Valley stockmen, Mitchell and Musigbrod. 


The first patient, Mrs. Augusta Benson, Missoula, was 
admitted January 30, 1913. This is the 48th year of the in- 
stitution’s service to the people of Montana. 


When the Northern Pacific railroad constructed a spur 
line to the Sanitarium site, the state engineer was asked to 
give the site a name. He designated it as Galen, Montana, 
after the State Attorney General, Albert J. Galen. 


Today, the 295 bed Sanitarium is considered one of the 
finest in the entire Northwest. 


Dr. Thomas Tuttle, executive secretary of the Montana 
State Board of Health, resigned his position as the State 
Health Officer, to supervise the construction of the Sani- 
tarium in 1912; in 1913 he became the first superintendent. 
He was succeeded by Alexander McDonald, M.D., in 1915; 
Chas.. Vidal, M.D., 1919; F. I. Terrill, M.D., in 1937s 
Knight, M.D. has been superintendent of the Sanitarium since 
Dr. Terrill’s death December 21, 1957. 


The Sanitarium is under the direction of a 3-man board, 
composed of two persons named by the governor, subject to 
the approval of the State Board of Examiners. The Sani- 
tarium superintendent is the third member of the executive 
board. 
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WHAT YOU NEED TO KNOW ABOUT 
TUBERCULOSIS 


A healthy respect for tuberculosis helps you fight the 
disease better. Do not fear it nor pretend you don’t care. 
Knowing what the disease is and how you can protect your- 
self will give you the healthy respect you need. 

Tuberculosis is caused by a germ. It is contagious and 
spreads from person to person. It can be controlled. 


Most of the time the tuberculosis germs get into the lungs. 
Sometimes they get into other parts of the body. When the 
germs get in they start a fight within the body. lf the germs 
win they begin to destroy the part of the body they have en- 
tered. If the body wins, it walls up the germs by growing a 
hard covering around them. 

You don’t inherit tuberculosis. You aren’t born with it. 
You catch it from someone who has it in one of three ways: 


1. By breathing air with tuberculosis germs in it. The 
person with tuberculosis may spread the germs by 
coughing, sneezing, or spitting. 


to 


By kissing someone who has active tuberculosis. 


3. By putting in your mouth things that were not sterilized 
after being used by someone who has active tubercu- 
losis. 


It is safe to be around people who have had tuberculosis 
if their doctors say they are well. It is also reasonably safe 
to be around patients who have tuberculosis when they follow 
their doctors’ orders. The most serious danger of infection 
comes from the person who has tuberculosis but doesn’t 
know it. 

There is much that you can do to keep from getting 
tuberculosis. 


Keep in good general health. Eat a balanced diet. 
Get enough exercise, and enough rest and sleep. 

If you're healthy, you're safer from tuberculosis than 
if you let yourself get too tired or don’t eat right. 


~ 
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Chest x-rays taken regularly show whether or not tuber- 
culosis has developed in its active form. Every employee 
has a chest x-ray and tuberculin skin test upon joining our 
staff and chest x-rays at three-to six-month intervals. 


YOUR WORK HERE 


Galen exists to treat patients. Every day, around the clock, 
we work as individuals and as a team to achieve our goals. 
Our limited budget cannot permit us unnecessary “extras”. 
Here every employee holds an essential job. 


Hospital work is more exacting than other kinds of work. 
It is also more rewarding. We are caring for human life. 
We are here to help preserve it. For the patient’s sake, we 
must accept certain restrictions. For his sake we must take 
extra care in doing what seems to be a routine job. 


A PATIENT IS A SPECIAL PERSON 


Be especially pleasant and considerate to patients. As a 
kind and cheerful person, alert to patients’ needs and interests, 
you can be a morale booster. 


If a patient wants to discuss some problem with you, sym- 
pathetically refer him to the nursing supervisor on his floor. 
Do not make decisions or offer opinions yourself unless you 
are authorized to do so. Remember, too, that you have a job 
to do, and no time for prolonged conversations. If you wish 
to visit a patient, do so when you are off duty during regular 
visiting hours. 


INFORMATION ABOUT PATIENTS IS 
CONFIDENTIAL 


Never discuss a patient or his illness either inside or out- 
side the hospital. His personal record is highly confidential. 
Only his physician has the right—and the knowledge—to give 
information on his condition. A word of gossip or misin- 
formation reaching the ears of other patients, their families, 
or your fellow employees, can do much harm. If you think 
something needs attention, discuss it with your supervisor, 
but with no one else. This is important. 
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ORGANIZATION 


You should learn and observe the lines of authority in this 
organization. You are responsible for a certain job. Your 
supervisors are responsible for seeing that your work is done 
well, that you are satisfied in your job, and that your work is 
coordinated with others so that together you can restore the 
patient to the communiy and his family. They are specialists 
in their fields who help the hospital administration do its job. 


If you have a question or complaint, or need advice, see 
the person directly in charge of your job. He can either give 
you an answer or he will refer the problem to his superior. 


Following channels keeps the hospital running smoothly 
by solving the little problems before they become big ones. 


YOUR JOB 
TYPES OF EMPLOYMENT 


There are three types of jobs at Galen: probationary, per- 
manent, and temporary or relief. 

Even if you are hired for a permanent job, you are a pro- 
bationary employee for the first six months. This gives you 
a chance to make up your mind about working with us—and 
gives us an opportunity to know you. If you or your super- 
visor feel that you are unsuited to this sort of work, you may 
leave us with minimum notice at any time during this period. 

As a probationaly employee, you begin to accumulate 
regular sick leave and vacation benefits, but you may not use 
sick leave until the probationary period has been satisfactorily 
completed, and you must complete twelve months of service 
before you are entitled to a vacation. Probationary employees 
are not entitled to leaves of absence. All other working hours 
and conditions are the same for probationary as for permanent 
employees. After you have successfully completed your six 
months probationary period, you become a permanent em- 
ployee. 

Relief and temporary employees are hired for a limited 
period. If you are a temporary employee you are not entitled 
to vacation and sick leave benefits; but you are covered by 
Industrial Accident Insurance, and share in many of the other 
benefits and conveniences enjoyed by regular employees. 


WHEN YOU WORK 


Patients’ needs never cease—so we work every day around 
the clock. The largest number of employees is on duty be- 
tween 7:00 a.m. and 5:00 p.m. Monday through Friday. A 
small staff is needed between 5:00 p.m. and midnight, and 
a skeleton staff keeps watch between midnight and morning. 
If an employee works his regular shift on a holiday he shall 
be given another day off or shall be paid for another day as 
determined by the Department Head. A 15 minute break is 
allowed between 9:30 a.m. and 10:00 a.m. Coffee is furnished 
free of charge in the Employees’ Dining Room during that 
time Smoking is permitted only on the portico leading to the 
Employees’ Dining Room. Uniforms furnished by the State 
are to be worn only when you are on duty. 


WHAT YOU EARN 


Our pay scales compare favorably with similar institutions 
and with private firms around this area. Your department 
head can tell you about salary schedules and what you can 
expect to earn in your particular position. 


Salary increases are granted at the completion of each six 
months of service for the first three years of continuous 
employment. 


DEDUCTIONS 


If you have worked at all, you know you do not receive 
all your salary directly. Some is withheld to pay your income 
tax, State retirement plan, and your Social Security. (Think 
of all the bookkeeping this saves you!) For every dollar de- 
ducted for Social Security and State Retirement, the Sani- 
tarium adds one of its own. If you don’t have a Social Se- 
curity card yet, get an application from your department head 
immediately. 


Be sure to inform your department head of any change 
in your family status, number of dependents, or address. 


PAY DAYS 


Monthly pay checks are distributed by the Business Office 
on the last day of each month. If you complete the month’s 
work prior to that day, your check will be issued to you by 
vour department supervisor. 


Salary advance is not permitted. 


HOLIDAYS 
The iollowing days are recognized as holidays with pay: 


New Year’s Day 
Lincoln’s Birthday 
Washington’s Birthday 
Memorial Day 
Fourth of July 
Labor Day 
Columbus Day 
Veteran’s Day 
State Election Days 
Thanksgiving 
Christmas 


As many employees as possible will be granted holidays. 


If a holiday falls on an employee’s regular day off he shall 
be given another day off or shall be paid for another day. If 
an employee works his regular shift on a holiday he shall be 
given another day off or shall be paid for another day, as 
determined by the Department Head. When a holiday occurs 
during vacation an additional day will be granted. 


Our patients, however, cannot take a “day off” for a holi- 
day—they need the best care we can give them every day. 
If you are asked to stay on the job on a holiday, you will 
be given a day off at another time. 


VACATIONS 


Vacation with pay is granted upon completion of 12 months 
of continuous employment, at the rate of 14% days per month 
for full time work. 


In order to maintain sufficient experienced help at all 
times, a firm vacation schedule must be maintained. 


Vacation time must be taken in one consecutive period, 
unless special arrangements are made with your Department 
Head. 
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SICK LEAVE 


Sick leave for employees is accumulated at the rate of one 
day per month to a total of 60 days. 


Hospital management reserves the right to require a doc- 
tor’s certificate indicating that it was necessary for any em- 
ployee to stay home from his or her duties due to illness. 


Department Heads must be notified at least one-half hour 
before you are due at work so arrangements can be made to 
cover your position, otherwise you will be considered absent 
without pay. 


Our Hospital is covered by Industrial Accident Insurance. 
Please report all accidental injuries immediately to your de- 
partment head. 


TRANSFERS 


Transfers between departments may be arranged after 
you have completed at least 6 months of service in your 
present position, and if you have the qualifications for an- 
other job. Requests for transfers should be discussed first 
with your own supervisor. 


TERMINATIONS 


We hope you will stay with us. If, however, you decide 
to resign, please tell your supervisor at least 2 weeks in ad- 
vance. He then has a chance to find a suitable replacement 
for you. If the department finds it necessary to reduce its 
staff and you are laid off, you will be given 2 weeks warning. 


You may be discharged without notice on disciplinary 
charges of poor attendance, poor conduct or poor work per- 
formance. We hope this never has to happen. In the event 
your employment is terminated, a signed check-out slip from 
the Housekeeper must be presented to the Business Office in 
order to receive your final pay. 
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LEAVE OF ABSENCE 


Leave of absence due to personal or close family illness will 
be granted after six months’ continuous service. Seniority 
rights will not be lost if work is resumed within six weeks. 
Individual cases of extended illness of longtime employees 
receive special consideration. 


RETIREMENT BENEFITS 


Retirement is optional at 60 years of age, compulsory at 
70. To help provide for your retirement once you are a 
regular employee, you automatically participate in the Public 
Employees Retirement System. Your contribution is deducted 
monthly from your salary. If you should leave here before re- 
tirement you get back your original accumulated contributions. 
If you leave us for another State or county job, the pension 
benefits you accumulate here can be transferred to your ac- 
count in the new employment. 


In addition to State retirement, you are also covered by 
Federal Social Security so that you fare better than the aver- 
age employee who must get along on only one pension check. 


CAFETERIA SERVICE 


Meals are provided for employees in our cafeteria at the 
following hours: 


6:20 A.M. to 8:00 A.M. 
11200 (AEM tou) Z230GP Ma 
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Only employees on duty will be served the first 30 minutes 
after dining room opens. 
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UNIFORMS 


People working in the Dietary, Housekeeping, Laundry 
Departments, and Nurses’ Aides are provided with five State 
uniforms. (Excepting Cooks who are furnished 10). Uniforms 
furnished by the State are absolutely not to be worn whilé off 
duty. If uniforms are in need of repair, check them in at the 
Sewing Room after you have had them laundered. 


LIVING QUARTERS 


Apartments and rooms must be left in good condition. 
Please treat State property as if it were your own. After, 
all, you do own a share in it. Destruction of State property 
will not be tolerated. 


USE OF HOSPITAL EQUIPMENT AND MATERIAL 


We are on a limited budget, so please take extra good care 
of hospital equipment. Don’t waste electricity, heat or water. 
None of our property may be used for private gain of any 
employee. This includes discarded equipment of all kinds. 
Although most of the discarded material has no intrinsic 
value, the task of safe-guarding hospital property would be 
tremendously complicated if everyone helped himself to this 
material. 


SAFETY 


Please remember, Safety is Everybody’s Business. Some- 
one or something always causes accidents. They are expensive 
to you and to us, and they are avoidable. Falls are the chief 
cause of accidents. To help prevent them, wear rubber healed 
shoes, walk at a moderate pace, and watch where you walk. 
Be extra careful not to leave equipment, brooms, buckets 
where others, especially patients, might trip. Warn others 
of wet or slippery floors. If anything is spilled, wipe it up 
promptly. 
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FIRE SAFETY 


The safety of patients and employees is a constant respon- 
sibility. Locate fire extinguishers wherever you walk so that 
in a.future emergency you can act quickly. Do not smoke in 
the posted no smoking areas. This includes halls, warehouses, 
shops and storage rooms, and of course, wards. (You may 
smoke on the smoking porch located next to the main cafe- 
teria). Check the condition of electrical appliances and cords 
before using them. Report any defects immediately to your 
supervisor. Do not over-load circuits. Obey dormitory regu- 
lations on the use of appliances. At Christmas time or when- 
ever there are holiday decorations, be especially careful of 
fire hazards. (Please familiarize yourself with the Fire Book- 
jet provided by the hospital.) 


NOISE 


A hospital is a place of rest. Please refrain from loud talk- 
ing or other noises in the hospital. If you drive on the grounds, 
don’t use the horn except in emergencies. 

If you live on the grounds, remember that staff members 
work at different hours and some must sleep during the day 
time. They will not appreciate thoughtless loud radio, tele- 
vision or conversation. 


LIQUOR 


It is a misdemeanor to supply alcoholic beverages to pa- 
tients. Any person guilty of this offense will be prosecuted 
to the full extent of the law. Never drink before going on 
duty yourself. 


TELEPHONES 


Telephones are important in the conduct of hospital af- 
fairs. When you answer, identify yourself and the department 
or ward. If you take a message for someone, don’t forget to 
deliver it as promptly as possible. 

Do not use hospital phones for your personal calls, and 
please ask your family and friends not to phone while you 
are on duty. Only in an emergency can personal calls be 
made over hospital lines. 
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TRANSPORTATION 


The Greyhound and Intermountain bus facilities are awail- 
able on Highway 10. Schedules will be posted at the Post 
Office and Switchboard. y 

When you drive on hospital grounds, PLEASE DRIVE 
CAREFULLY. All vehicle travel on hospital grounds is 
restricted to 15 MILES PER HOUR or less. Non-observance 
of this regulation will call for disciplinary action and possible 
termination. This traffic regulation will be strictly enforced 
by authorized hospital personnel. 

Be extra considerate of others when you drive on hospital 
grounds. Watch out for pedestrians, especially patients. In 
their quiet life here, they may have forgotten how dangerous 
cars can be. Drive quietly, especially during rest hours and 
at night. Avoid unnecessary use of car horn and radio—and 
noisy mufflers. Use low beam headlights. 


ENTERTAINMENTS 


Motion pictures and other entertainment for the patients 
are provided free of charge. Professional groups frequently 
donate live entertainment. In order not to deprive them of 
legitimate revenues, it is right that attendance be limited to 
patients. After all, you can go out and they can’t. However, 
if a notice is posted inviting you to attend, by all means come. 


BULLETIN BOARD 


Remember to glance at the various bulletin boards daily— 
there will often be notices that affect you or interest you. 
Notices from the Administration are posted on the glass doors 
in the employees cafeteria. These are serviced by the Business 
Office. Each department has its own board for announcements 
of special interest to its staff. If you should ever want to post 
a notice yourself, check with your supervisor as to procedure. 


CREDIT UNION 


Our employees operate their own Credit Union complying 
with State laws regulating such an organization. As an em- 
ployee member you may buy shares which bring a favorable 
return on your investment. You can also get a loan if you 
need one. Interest charges are small. Why not contact 
Credit Union officers to find out more about this service. 
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LOST AND FOUND 


Pf you lose jewelry, money or other valuables on hospital 
property, report full details of the loss to your supervisor or 
department head. You may ask the Business Office to post a 
LOST notice on the employee bulletin boards, too. 

If you find such valuables, turn them over to your super- 
visor or department head right away, or directly to the Busi- 
ness Office, which holds FOUND items until claimed. If an 
article you have found is not claimed within 90 days it will 
be returned to you—and finder shall be keeper after all! 


POST OFFICE 


Located at North end of Ist floor—Receiving Hospital. 
Employees who receive housing at the Sanitarium are pro- 
vided with post office boxes free of charge. 

A box should be applied for at the Post Office immediately, 
and unless one is requested no mail will be accepted for you. 

Mail is delivered once a day from Deer Lodge for dis- 
tribution, and our Post Office is open from 9:30 to 11:00 each 
morning, except Sunday and holidays, for the purchasing of 
stamps and money orders, the mailing of packages and letters. 

The correct address for your mail is: c/o Sanitarium, Route 
1, Deer Lodge, Montana. Do not use your box number in 
the address, as the Deer Lodge Post Office uses the same 
numbers. 


NOON WHISTLE 


The whistle at the power plant was installed as a fire alarm 
system. It is blown at 12:00 noon and 5:00 P.M. as a constant 
check. 


NOTARY PUBLIC 


Free Notary service is available to all Galen patients and 
employees. Check in the Business Office. 


INFORMATION NOT COVERED IN THIS BOOKS 


For information not covered in this booklet please contact 
your Department Head. 


NOT IN OUR STARS—but in ourselves is the place to seek 
contentment. 


The good day of which we dream can come nearer only as we 
take the next step—and the next—in the direction we have 
inwardly chosen. 


(Rotary International) 
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